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Abstract 
Successful companies consider their employees as a key resource necessary for the survival of the company. Companies can 
work only if they are able to ensure sufficient human resources. Human resources are the heart of the company, as they have the 
ability, skills and talents. By using them, the other enterprise resources can start moving. In order to fulfill its objectives, mission 
and various activities, it is necessary to ensure the quality and number of employees also in the public administration. Compared 
to the private sector, it is a specific environment that is governed by the Constitution of the Slovak Republic, as well as other 
legislation. It is a space where it is possible to act only on the basis, within limits and in the manner determined by legislation. 
The aim of the work is to point out the differences in the recruitment process in the public administration and in Slovak 
companies. We propose the solutions to improve the effectiveness in the recruitment process in the Slovak public administration. 
© 2016 The Authors. Published by Elsevier B.V. 
Peer-review under responsibility of the Organizing Committee of BEM2015. 
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1. Introduction 
Human resource management is a set of management practices used for recruitment in the company. It ensures 
higher performance and contributes to the achievement of organizational objectives (Bláha, 2005). It is a wide range 
of procedures, different methods of work with people whose goal is to help a company to obtain a privileged 
position in the market, with the assistance of people (Armstrong, 2007). The existence of the enterprise, its 
prosperity and dynamic progress are primarily affected by the quality of human resources. Prosperous enterprises 
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realize that the most profitable capital of the enterprise is its employees (Hitka, 2011). It is obvious that a man 
became the most important and the most expensive factor of production in an enterprise, its main asset which, if an 
enterprise wants to exist, run and develop, must be used to achieve goals (Bivainis, Morkvėnas, 2008). It is similar 
in the public administration. It is required to deal with human resources, management and development of human 
resources because a good human resource management has a major impact on objectives of company, effective 
work and stated business strategy (Horváthová, 2010). The Personnel Offices are dealing with human resources 
management in the public administration. They have a competence in the recruitment process. Compared to the 
private sector, the recruitment process in the public administration is a unique process. It is strictly regulate by the 
Constitution of the Slovak Republic, the Civil Service Law, the Law on work in the public interest, the Labour Code 
and others. Based on the information from the public administration and literature about the recruitment process in 
the sphere of enterprises, in the paper we will point out the differences in the recruitment process in the public 
administration and the private sector. The aim is to focus on the solutions to improve the effectiveness in the 
recruitment process in the public administration of the Slovak Republic. 
2. Material and Methods 
The public administration is represented by the organizations which are controlled by the State. They have 
executive, command and subordinate function. The public administration is represented by the Government, the 
Ministries and other central authorities, which work in a different way than the normal private sector. The processes 
are defined, required by legislation and can not be changed or modified arbitrarily (Čapošová, 2013). The Personnel 
Offices are responsible for the recruitment process. Their position and the mission is regulated by legislation, may 
consist of several departments, such as the personnel and payroll department, personal development and 
organizational-legal department. The Personnel Offices are organizational units of the Service Office. They carry 
out the tasks arising from labor relations. One of their tasks is to occupy the positions. It is important to prepare the 
job description which contains information about the location, functions, professional civil service, organizational 
integration (section, division, department), grading, required level of education and special qualification. The 
Personnel Office must notify the head of the Service Office about vacant position. The working position can be 
filled through internal or external methods. The head of the Service Office shall decide whether to use internal or 
external selection process. The role of the Personnel Office is to launch a tender. Under the Act, it is necessary to 
launch a tender for at least three weeks before its start. The internal selection procedure is published on the intranet 
site or at a location accessible to all staff. External tender may be published in television, radio, on the website of the 
public administration or on the websites of job portals. The declaration of external tender contains the information 
specified in job description and the list of documents. It is necessary to specify the form how to submit a request to 
the tender, electronically or in writing. In case electronic application is needed, it must be given a deadline by which 
the applicant is obliged to submit the application in writing. The declaration contains a formula of returning all 
received documents. Finally, the declaration of the external selection procedure contains the information about the 
time and place for the submission of applications. Jobseeker must submit a written request into the selection process, 
a copy of the diploma, a copy of certificate or other documents to which the applicant demonstrates the highest level 
of education, a copy of an extract from the criminal record (not older than three months), a professional CV, a proof 
that the applicant can speak foreign language. A specific feature of the public administration is that the applicant 
must attach a written affidavit of legal capacity in full, a written affidavit of ability to speak in the state language, a 
written affidavit of citizenship, a written affidavit of medical fit to perform civil service, a confirmation the 
competent tax authority on fulfillment of all tax obligations (in the case of a candidate who carries on business), a 
written affidavit the veracity of all submitted data and a written permission to the processing of personal data for the 
purposes of the selection process. A selection committee will exclude applicants who do not meet the conditions set 
out in the selection process. If the selection committee found that an applicant lacks any of the required documents, 
in writing the selection committee will require to correct deficiencies with the determination of the deadline. If the 
applicant fails to submit the required documents, a man is eliminated from the selection process. The Personnel 
Office will return all documents submitted and in writing will notify of failure with the requirements for entry to the 
selection process. If the jobseeker deliver all required documents and meet the requirements by the public 
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administration, the selection committee, consisting of five members, shall invite the applicant to the tender. The 
invitation gives information about the date, place and time of a selection process. 
In general, the recruitment process should satisfy both parts, the enterprise as an employer and a potential 
employee. The employer may find a suitable jobseeker either from external or internal sources (Krejčová, 2011). 
External recruiting of workers is frequently applied by firms (Kräkela, Szechb, Biebersteind, 2014). The private 
sector can use all possibilities that exist in the market. Employment offices, recruitment agencies, educational 
institutions or other institutions may participate in the recruitment process as they have lots of data about potential 
candidates. Businesses can recruit candidates through advertisements, leasing employees or existing staff 
recommendations. Every company has to decide what methods to use. It is necessary to consider what is more 
convenient,  the efficiency because good hiring choices will allow the office to run efficiently (Mcguigan, 2011). 
Koubek (2009) handled the recruitment process into 12 activities, according to which this process should follow: 
x the identification of recruitment needs, 
x the description and specification of the job, 
x the consideration of possible alternatives, 
x the selection of the features of the job which will used in sourcing and selection of employees, 
x the identification of potential sources of candidates, 
x the choice of method for recruitment, 
x the choice of information to be collected from candidates, 
x the formulation of job offer, 
x the publication of job offer, 
x the collecting of information about applicants and work with them, 
x the early selection of candidates based on the submitted information, 
x the designing the list of candidates who will be invited to selection process. 
Another author who deals with the issue of recruitment is Frk (2010), who completed this process into 7 
activities: 
x the choice of recruitment methods, 
x the choice of documents required from applicants, 
x the formulation of job offer, 
x the publication of the offer, 
x the pre-selection, 
x the list of candidates who will be invited to the selection process, 
x the evaluation of the effectiveness of recruitment. 
It is evident that the scientific literature provides different opinions in the area of how many steps should have the 
recruitment process. In order to decide correctly and choose the most suitable steps for recruitment in the private 
sector, companies require various documents from the candidate. They apply Application form, Curriculum vitae, 
Cover Letter, evidence of the qualifications and experience. In some cases, companies use to send special 
questionnaires or require references from previous employers. Some job positions require a criminal record, medical 
certificate, different tests or other documents. Each company will decide which documents will be required 
(Kachaňáková et al, 2013). 
Before the publication of the job offer, it is necessary to formulate it. Various activities has to be provided, such 
as to prepare the analysis of the job position, to prepare the job description and the specification of requirements. A 
traditional job description emphasizes the work to be done, listing the duties and responsibilities of the position 
(Ashe-Edmunds, 2014). A job description, in its most basic form, is defined as a written narrative of responsibilities 
and expectations for a specific position that serves as a communications and management tool for employers and 
employees (Hornick, 2008). Descriptions also outline desired behavioral competencies of the job candidates 
(Nordmeyer, 2014). These could include teamwork, multicultural sensitivity and interpersonal communication 
competencies, among others (Peregrin, 2014). In addition, the job offer should respect the factors that contribute the 
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business to be an attractive employer. According to Horváthová (2010), this includes the offer of interesting work 
and good ranking work, providing opportunities for learning, development and career progression. 
After the publication of a job offer, other personnel actions followed, such as employee selection, recruitment, 
employee orientation at the workplace, education, retraining and other activities where the company exploits the 
potential of their employees. On the other hand, it must not forget the fact that companies should offer development 
and education as it will bring a new knowledge and experience to the employee. Furthermore it may result in the 
promotion of employer (Chrenščová, 2011). In this context, improved market position can be the benefit for 
enterprise. Is necessary to sense all personnel activities complexly, whether in the public administration or in the 
private sector because it is a major factor of the success in a challenging competitive environment. Finding ways 
how to achieve overall business performance is one of the most frequent themes that gives the opportunity for 
improvement in the private sector (Kachaňáková, Nachtmannová, 2007). 
3. Results and Discussion 
The main difference in the recruitment process in the public administration compared to the private sector is in 
the respecting of the legislative, mainly the Constitution of the Slovak Republic, the Civil Service Law, the Law on 
work in the public interest, the Labour Code or others laws that strictly regulate the recruitment process in public 
administration. In the private sector the selection procedure is fully in competence of the Personnel Office and it is 
up to the decisions of the management, what method will be used in the recruitment process. In the private sector, it 
is not strictly required to announce tender three weeks before its start. The company may decide to announce tender 
whenever there exist a need for a new employee. Own database of candidates or employees advertisements, leaflets, 
posters, advertising in the media, Internet portals, employee leasing, job fairs, existing staff recommendation or 
other methods can be chosen as the main recruitment method. Companies may cooperate with educational 
institutions, recruitment agencies or other institutions which dispose data on jobseekers. In this context, the 
recruitment methods are limited in the public administration. Advertising in the mass media, in television, radio, on 
the website of the public administration or on the websites of job portals can be used as the main recruitment 
methods in the public administration. Legislation does not allow use the personal leasing or another recruitment 
method used in the private sector. 
In addition to these differences in the recruitment process, there is another difference. It is in documents 
necessary for entry to the tender. If the applicant applies for a job in the public administration or in the private 
sector, in both cases a man must to submit job application, resume, diploma of education, health and criminal 
record. The following table shows the other documents required as part of the application to the tender in the public 
administration and the private sector. 
     Table 1. The documentation related to the tender. 
The public administration The private sector 
A proof that the applicant can speak foreign language A cover letter 
A written affidavit of legal capacity in full An evidence of the experience 
A written affidavit that a man is able to speak in the state language Special questionnaires  
A written affidavit of citizenship A medical certificate  
A confirmation the competent tax authority on fulfillment of all tax obligations  
(in the case of a candidate who carries on business) 
References from previous 
employers 
A written affidavit the veracity of all reported data  Different tests 
A written permission to the processing of personal data for the purposes of the selection process Other documents 
 
Table 1 shows further documentation the applicant must submit. It is the same number of documents, but if we 
focuse on the content, we can see differences. The private sector focuses on experience, motives, practices or mental 
status of candidate. The public administration requires legal competent, the knowledge of the official language and 
the job seeker should be a citizen of Slovakia. All these conditions are required by the legislation. The private sector 
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does not have to observe these rules. Another special feature of the public administration is that all documents 
received should be returned to the applicant. In the private sector it is not usual. Usually, businesses have set up 
human resource departments that deal with a wide range of activities but they do not return documents submitted. 
Another difference can be seen in the amount of funds to be spent on the recruitment process. The management 
of human resources should monitor the effectiveness of spending funds on human resources as the area of personal 
controlling has an important role (Potkány, 2009). The issue is relatively current as the aim of the public 
administration is to reduce costs constantly. Different kinds of costs are related to the recruitment process. We 
calculated them in the following table. The costs are divided into the public administration and in the private sector. 
     Table 2. The comparison of the minimum cost related to the recruitment process (in Euros). 
Indicator The public 
administration 
(EUR) 
The private 
sector 
(EUR) 
1. Cost for recruiting of employees 170 1 770 
Advertising in job portals 150 150 
Updates of own website content 20 20 
Newspaper advertising - 400 
Advertising in leaflets, posters, distribution, salary and other cost - 300 
Radio advertising - 200 
TV advertising - 700 
2. Service cost 195 185 
Post services (invitation to tender) 70 - 
Post services (request of missing documents, the cost of sending documents back to applicants) 100 - 
Administrative cost related to evaluating of tender 15 15 
Administrative costs related to the adoption of the successful applicant 10 10 
Telecommunication cost (telephone calls in connection with the references, invitation for an 
interview, information about the success / failure of the applicant, internet, others) 
- 160 
3. The cost of the session of the selection committee 440 400 
Salary cost of selection committee 200 200 
Travel cost of selection committee 40 - 
The costs of renting rooms and energy costs, technical support and other costs 200 200  
4. The cost of employee orientation process 3 600 3600 
5. The cost of employee training by tutor 200 200 
6. The cost of employee training 130 130 
Cost of employee training related to the safety and health, fire protection 30 30 
Other training 100 100 
7. Total cost 4 735 6 285 
 
The essential difference in the recruitment process between the public administration and the private sector is in 
the amount of money spent. We can see it in terms of costs for recruiting of new employees referred to the table 2. 
The legislation allows the public administration to publish information about new job only by television, radio, on 
the website of the public administration or on the websites of job portals. In this context, job portals and own 
website of the public administration are the most common places where information about new job are published. 
Based on the current prices in the market, the costs of advertising vary between 170 EUR and higher. Compared to 
the private sector it is incomparably lower amount. While the public administration is limited by the legislation, the 
private sector can invest any amount to any promotion of a new job. There is a wide range of mass media, 
recruitment agencies who can inform about a new job. If we advertised the job offer only in newspapers or if we 
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would like to take the simplest form of promotion by leaflets and selected job portals, we could expect monthly 
costs of 900 EUR and more. The company decides which form of promotion will be used. Based on the methods, 
the cost can be already at the amount of 170 EUR, which is the same amount as in the public administration. On the 
other hand, the costs for recruiting of new employees in the private sector can increase to the level of several 
thousand euros, depending on the type and intensity of advertising and depending of funds available in the company. 
The costs of services in both sectors are at about the same level. However the composition of these costs is 
different. The public administration is focused on sending documents by post. These costs are related to request of 
missing documents, sending invitations, return of documents to applicants or other costs. In the private sector, 
Internet is used to communicate with candidates. The advantage is the eliminating the post costs, moreover, it is not 
necessary to return the documents to the job seeker. The telephone costs are a substantial part of the cost of services 
in the private sector. The telephone costs are related mainly to the connection with the reference, to an invitation for 
an interview or related to the information about the success or failure of the applicant. We assume that the telephone 
costs could vary from 200 EUR and above. The costs of services are increased by the costs related to the evaluation 
of the selection process and the administrative costs related to the adoption of the successful applicant. The 
estimated amount is 25 EUR and more.  
Other differences can be seen in the amount of funds allocated to session of the selection committee. The salary 
of selection committee is one of the items in this area. If we assume that the recruitment process require only one 
business day, based on the average wage in Slovakia, the salary costs of five-member selection committee could be 
200 EUR and more. The costs related to the session of the selection committee can be increased by the travel cost of 
outside members of selection committee. Mostly internal employees are the members of selection committee in the 
private sector. Therefore travel costs are not required. In the public administration the selection committee can 
consists of external members. Assuming that the tender include two external members, travel expenses can be 20 
EUR and more. Further, if we assume that there is insufficient capacity where to carry out the interviews, it would 
be necessary to rent the rooms. There would be an increase in rental costs, energy, technical equipment and other 
cost. This may be the amount of 200 EUR and more, depending on the capacity, location and other factors. 
The orientation process represents an expensive item of recruitment, mainly in the salary of a new employee 
during the probation period which is normally three months long. During the period, the employer must provide 
labor cost for a new employee who is under the orientation process. Based on the assumption that the average wage 
in Slovakia is 880 EUR, the employer must invest at least 3 600 EUR during the period, regardless whether it is an 
employee in the public administration or in the private sector. 
The training by the tutor is a fifth area of the recruitment process. The costs may represent an amount higher than 
200 EUR. It is related to the cost for five days of training in the form of salary costs of employee who will train new 
employee. These costs are increased by the cost of training in the health, safety and fire protection. According to the 
available data from market, the price can be 30 EUR or more. The cost may be increased by a special training 
required to the full-fledged work of new employee. The amount can be raised to the level of 100 EUR and more. 
We estimated the total cost of the recruitment process in the public administration at more than 4 700 EUR. 
Compared to the private sector, it is around 1 500 EUR less. Nevertheless, it is a large amount, which creates the 
space for overall cost reduction. We see the possibilities in the costs of services, especially in the costs of post 
services. In the public administration it is needed to send all documents back to the applicants. This activity is not 
provided in the private sector. The absence of this action could reduce post costs by 80 %. Moreover it could 
improve the work efficiency in the public administration but this step requires a modification of the legislation. We 
see further reducing of recruitment costs in the public administration in the cost of the session of the selection 
committee. It would be appropriate to reduce the number of members of the selection committee. It could fall from 
five members to three members. Subsequently, this would reduce salary costs related to the work of the selection 
committee of 80 EUR. At the same time, it would keep the odd number of members in case of equality of points of 
the candidate assessment. The selection committee could consist of internal employees which would eliminate travel 
costs. Subsequently, it would lower the total cost of the recruitment process by almost 30 %. Despite the fact that 
there exist some differences between the public administration and the private sector in financial and in other areas, 
there exist an area for continuous improvement. Our aim is to focus mainly on the public administration. 
The public administration has provided significant changes, with an aim to ensure the satisfaction of both sides, 
the employer and the employee. It was introduced the control process, changed the organizational structure, 
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proceeded the motivation of employees. Our aim is to highlight the opportunities for improving of the effectiveness 
in the recruitment process in the public administration. 
The desired level of education is given in a job description. It is regulated by the legislation. On the other hand, 
the definition of field in which the job seeker has graduated absents. The job description states specific 
qualifications and requirements of foreign language knowledge, but the foreign language level is not stated. 
Therefore, it would be appropriate to indicate a field graduated, as same as the foreign language level at which a 
jobseeker should communicate. It would bring the effectiveness in the public administration, as currently the 
application fulfill the requirements referred in the notice of invitation to tender, but the employees must reject the 
application in which the education is presented in other field that the public administration requires. 
The internal and external methods are used in the recruitment process in the public administration. The head of 
the Service Office shall decide whether to use internal or external methods. The aim should be to focus on internal 
methods as it is a cost-effective and only in case if any employee is suitable, external sources will be used. It avoids 
the wasting of financial resources to organize the external selection procedure and training of new employees. On 
the other hand, the vacancy will be filled by the employee who already has experience in the civil service. 
A direct addressing of the candidate by own staffs or recommendations would be suitable as recruitment method. 
When seeking employees the public administration could collaborate with educational institutions or employment 
offices. Currently, the advertisements published on social networks are used very often abroad to recruit employees 
as the Internet has drastically altered the way organizations present information to job seekers (Reynolds, Weiner, 
2009). However, in Slovakia, this method is not used as often as abroad. It is a cost-effective recruitment method, 
but changes of the legislation would be necessary to implement into the practice.  
The selection procedure in the public administration requires much more documents as it is in the private sector. 
From our point of view, a document referring to a reference is missing. By this document the employer would verify 
the data provided by the applicant. More information would be ensured. It would help the employer in better 
decision. Currently, if the applicant does not submit the proof of the foreign language, a man is eliminated from the 
tender. By this step, the public administration can lose the most suitable candidate only because the applicant does 
not submit the proof of the foreign language even the candidate may speak at the highest possible level. The 
affidavit would be sufficient to submit as the applicant assumes the responsibility for veracity of all reported data 
because hiring the wrong employee can have devastating effects on the organization (Peregrin, 2014). Ineffective 
hires can cost an employer $25,000 or more, according to findings published by the National Business Research 
Institute, while the US Department of Labor estimates the costs of a bad hire to be 30 % of the employee’s annual 
salary (Burke, 2014). A pre-printed form would improve the effectiveness of assembling the materials. It would 
include all the elements contained in previous documents. By signing the pre-printed form, the candidate would 
verify the data submitted. 
By further analysis, we found out that, the sorting of potentially successful candidates absents in the public 
administration. Currently, the selection committee rejects the candidates if the candidate does not fulfill the 
requirements. Subsequently, all candidates who meet the criteria specified are invited to the tender. It would be 
suitable to categorize the candidates in at least two groups. The first group could contain candidates who are very 
suitable, who fulfill the requirements and therefore are automatically entered into the tender. The second group 
could contain candidates who have high prerequisites for entry to the tender but fulfilling of less essential 
requirements is missing. The candidates from second group should be invited to tender, in case that any candidate is 
suitable from the first group.  
We see the further improvement of effectiveness in the recruitment process in the public administration in the 
introduction of register of candidates who fulfilled the requirements. It would be available if the vacancy occurs. 
The employer could choose from the database from tenders in the past. Currently, all documents submitted must be 
returned in the public administration. If the new vacancy occurs, it is not possible to contact the candidates who 
fulfilled the requirements in the past. This activity could eliminate costs for the further selection process. 
4. Conclusion 
The private sector as well as the public administration seeks to recruit the right employees with the required 
qualifications when it is needed. At the same time, they are seeking an employee who meets the requirements of the 
389 Silvia Lorincová /  Procedia Economics and Finance  34 ( 2015 )  382 – 389 
job, the corporate culture and the group in which the employee will work. In terms of recruitment, the public 
administration is a specific type of employer. This is reflected in the fact that the recruitment methods applied in the 
private sector are not suitable to use in the public administration. It is mainly because the public administration is a 
specific employer, where it is necessary to observe the Constitution of the Slovak Republic, the Civil Service Law, 
the Law on work in the public interest, The Labour Code or other laws. In order to maintain the status of quality 
employer, the public administration must continually improve its processes. It is understood that the negative word-
of-mouth can have a detrimental impact on organizational attraction (Kanar, 2010). One option how to improve the 
recruitment process in the public administration compared to the private sector is to establish the action absent. The 
detailed job description may improve the effectiveness of the recruitment process in the public administration. The 
data in the fields of education and foreign languages would be added. Recruiting the employees mainly from internal 
sources can help in the improvement of efficiency. If the public administration chooses to recruit the candidates 
from external sources, more potential candidates can be obtained moreover their quality may be at a higher level, but 
the cost will be higher. It would be possible to improve the recruitment process by archiving the applications in the 
register of candidates. If it is possible to archive the applications, it would not be necessary to send all documents 
back to the applicant. New vacancy can be filled by the candidate who had an interest to work in the public 
administration. Another solution is in the elimination of the post services costs which would lead to the more 
efficient management of funds, as it is the target of many critics. The reduction of the number of members of the 
selection committee, which would consist of the three internal members, would help in the improvement. This 
action would reduce the salary costs and travel costs of the selection committee. Our proposals created a space for 
overall effectiveness in the public administration and the reduction of funds, as considerable funds are annually 
spent in the public administration. In this context, the need to economize the fund in all areas increases. 
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